Meeting Room Policy

POLICY STATEMENT
The AtlanticPublicLibrary welcomes the use of its meeting rooms by individuals, community groups, and
organizations engaged in educational, cultural, intellectual, or charitable activities.

Use of the Library’s meeting rooms does not constitute Library or City of Atlanticendorsement orapproval of
viewpoints expressed by participants. Advertisements orannouncementsimplying such endorsementare not
permitted.

REGULATIONS
Meeting Spaces

The Library has three meetingrooms availablefor use free of charge.

o MeetingRoom A —15 person capacity, 20 person capacity withouttables
» Kitchen canbe included for S5 peruse.

o MeetingRoom B — 15 person capacity, 20 person capacity withouttables
=  Wall-mounted smartTV and blu-ray playeravailable

o Community Room—30 person capacity, 50 person capacity without tables
= The Community Roomis both meeting rooms combined. When the Community Room is

inuse, neithermeetingroomisavailable.

=  Whenone of the meetingroomsisinuse,the Community Roomis unavailable.

Feesfor Meeting Spaces

To use the kitchen, the fee is S5 peruse.
To use the Library’s projection equipment, the fee is $25 per use.
If cleanupisrequired afterameetingroom use, the fee is $50.

Reserving a Meeting Room

Library events and sponsored activities take precedence overany group or organization requesting any
meeting space.

A library card is not required torequest reservinga meetingroom.

Individuals must be atleast 18 years or olderto reserve meetingrooms. Anyone underthe age of 18
years must have an adult co-sign the application atthe time of reservation. Insuch cases, adult
supervision (18 years of age or older) must be provided during meeting room use.

All reservation requests must be made atleast one (1) day priorto use and cannot be made more than
three (3) monthsin advance. Exceptions must be approved by the Library Director.

Reservations can be requested through the Library’s website or by filling out an application at the
service desk upstairs.

The meetingrooms are available for publicuse Monday — Saturday, during regular hours of operation.
The meetingrooms are not available foruse whenthe libraryis closed. Exceptions mustbe approved by
the Library Director.

Meeting room use must conclude 10 minutes priortothe library closing.

1|Page



Ifinformation on the applicationis falsified or otherwise misleads the library to the intent or nature of
meetingroom use, the individual, group, or organization will be suspended from using the library’s
meetingroomsinthe future.

If a reservation needs to be cancelled or moved, the contact personisresponsible for notifying the
library. If the party reservingthe area does not arrive within 15 minutes of the scheduled reservation
time, the time will be made available to otherusers.

Application

A paperapplication for meetingroom use is available in person atthe service desk upstairs.
Anyone interested in usinga meeting room may fill outthe online request through the library’s website.
The “Requesta Meeting Space” islocated underthe Programs & Services tab.
The Library Director or designated staff member willapprove meetingroom reservation requests.
Submittingarequest fora meetingroom does notautomatically make the meetingroomreserved.
The person making the meetingroom applicationshallbe:

o Anauthorized representative of the organization or group holding the meeting.

o Heldaccountable forrestoringthe roomand forany damages to the room or Library

equipment.
o Responsible fornotifying the library of any changesto approved reservations or cancelations.

Use of the Meeting Rooms

Individuals using these spaces must comply with all library policies.

Wheninuse, all meetingrooms are to remain unlocked. The door can be closed.

Use of these areas as a place to conduct regularbusiness or office hours is prohibited.

Individuals or groups meeting within library spaces may not actively solicit library users for membership
to any organization or cause.

Set-up/clean-upis the responsibility of the applicant. The Library can cancel or deny future requests
from groups or organizations unwillingto clean up after their use of the meetingrooms. Afee of S50
will be chargedto any group or organization thatleaves the meeting space in need of cleaning.

The Library will not provide storage for patrons using any of the meetingrooms.

No materials of any kind may be attached to walls ordoors.

Patrons are responsible for the safety/security of their personal bel ongings at all times.

Meetings heldinthese spaces must notdisruptthe general services of the Library. Noise and conductis
expectedtobe kepttoa level that will notdisrupt either meetingroom use or general patron use of the
library.

Food and non-alcoholicbeverages are allowed but must be keptinthe meetingroom.

Meetings usingthe library’s meeting room must be free of charge.

No products or services may be sold by any business, outside group, or organization usingameeting
room.

WIFI accessisavailable. Aconnectiontothe Internetora specificsite is notguaranteed.

The meetingroom s available on an equitable basis regardless of the activities, affiliations, beliefs, or
policies of the individual, group, or organization requesting use. Permission to use the meetingroom
does not constitute Library endorsement.
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e Questionsfromthe publicconcerningagroup or organization’s meeting or use of the space may be
directed to the contact personforthat group.

e Whena group or organization is finished with the meeting room, they will let the staff at eitherservice
desk know. Any meetings taking place inthe meetingrooms mustbe done 10 minutes before closing.

Kitchen & Equipment Use

e ThelLibrary has a portable projector which can be set up for use.

o Libraryequipment mustbe requested foruse when booking the meeting space. Request for
equipment cannot be made atthe last minute.
*» Thereisa fee of $25 to use the Library’s projection equipment.

e The Library staff will setup the library equipment. Library staff should not handle non-library
equipmentand groups ororganizations wishingto use library equipment should know how to connect
theirequipment.

e Thelibraryalsohas a wall-mounted smart TV and Blu-Ray playeronthe south wall for use in Meeting
Room B or the Community Room. There is no fee to use this equipment, butadonationis appreciated.

e ThelLibrary is not responsiblefordamage to personal equipment due to use of Library equipment.
e Groups and organizations using Library equipment will be charged to replace any damaged equipment.
e Thekitchenisavailable foruse with Meeting Room A or the Community Room.

o Thereisa $5 fee touse the kitchen.

o Thekitchenincludesamini-refrigerator, sink, microwave, toaster, and stove/oven.

o Groups or organizations who use the kitchen must clean up afterthemselves.

PROCEDURES
Meeting Spaces
e Thelibraryreservesthree spacesformeetingroomuse. The otherareas of the library do notrequire
reservation.
e MeetingRoom A includesthe kitchen.
e MeetingRoomB.

e The Community Roomis Room Aand Room B combined. Ifthereisa library eventorgroup usingthe
Community Room, neither Room A nor Room B will be available.

e IfMeetingRooms A or Bisinuse,the Community Room will notbe available.

Feesfor Meeting Space

e Thereisa $25 fee forusingthe Library’s projection equipment.
e Thereisa S5 fee forusingthe kitchen.

e Thereisa S50 cleanup fee, if the group or organization leaves the meetingroomin a larger messthan
regularuse.

e Thefeeforthe kitchenorthe Library equipment must be collected before set up or use of this
equipment.

Reserving a Meeting Room

e Whena patron comesor callsin to requestameeting room, staff will:
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O

Offertotransferthe call to the library director oryouth services librarian. If neitheris available,
staff can fill out the website form and tell the callerthey willreceive areply within three
business days.

The person will receive an email when the Library Director or designated staff person approves
the room.

Staff should alsoinform the person they can request a meetingroom from the library website.

e Patronscan also fill outa paperapplication and returnto the service desk upstairs.

e Childrenunderthe age of 18 must have an adult presenttoreserve a meetingroom and the adult must
be presentduringthe use of the meetingroom.

e Meetingroomrequestsshould be made one (1) day before requested use.

Application

e Applicationsare available at the service desk upstairs.
e Staffshould also suggest patrons fill outthe requestform online forameetingroom.

O
O
O
O

Go to the Library website: www.atlantic.lib.ia.us

Go to Programs & Services

Choose Requesta Meeting Space

Fill out the online form as completely as possible then click “send request”.

e The Library Directoror designated staff will approve meeting room reservation requests.

e Staff can take room reservationrequests but mustletthe person requestingknow ithastobe approved.

e Staff will hand patrons the Meeting Room Policy fortheirreview. Patrons understand they have to
agree to the termslistedin orderto use a meetingroom.

Use of the Meeting Room

e Whena group has a meetingroom reserved and checksinto be let into the room, staff will:

O
O
O

First check to make sure the group has a reservation.

Escort the group to the correct room and open the door.

Leave the door unlocked to the meetingroom. The groupis allowed to close the door, butthe
door should remain unlocked.

e Whenthe group or organization using the meetingroomis finished, the library staff willcheck the room
for damagesor trash. The lights will be turned off and the door closed and locked.

O

Any damage should be noted and reported. Anincidentreport should be filled outand turned
into the Library Director.

The Library Director will contact the person responsible for booking the meetingroom. Abill
will be made out to this person and organization forthe cost of the damage.

Kitchen & Equipment Use

e Ifthe group or organization needsto use Library equipment:

O

The library has a portable projector, wall mounted smart TV, and Blu-Ray playeravailable for
use.

Staff will check to make sure the group has paid the equipmentfee.

Staff will setup the requested equipmentif the group ororganization hasindicated its use.
Staff shall not connect non-library equipment forusers. Staff can assist, butshould nottouch
non-library equipment.
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e |[fthe groupor organization needs access to the kitchen:
o Theymust be bookedin Meeting Room A or the Community Room.
o Thereisa $5 fee to use the kitchen.
o Whenopeningthe meeting room, staff will also make sure the kitchenis available. Staff will
also close the door between the kitchen and the staff area.
o Staff needtodouble-checkthe stove and oven are turned off when ameetingis concluded.

GUIDELINES
Meeting Spaces

o Ifboth MeetingRoom A and Meeting Room B are available, select Meeting Room A.

Feesfor Meeting Spaces
e Feesforthekitchen or the library equipment can be waived by the Library Director for organizations
including other City of Atlanticdepartments and otherlibraries.

e Feesforcleanup aftera meetingwillbe considered by the Library Director and the staff memberwho
discoverstheissue.

Reserving a Meeting Room
e Staff may acceptroom reservationrequestslessthanone (1) day ahead of time, if the room is available
and by informingthe requestingindividual of the library’s policy.
e Reservationscan be taken at the service desk downstairs as time and staff are available. Every effort
should be made to send the patronto the service desk upstairs.

Application
e No onecan use a meetingroom without firstfilling out an application, whetheronline oron paper.
e A copyof thelibrary’s Meeting Room Policy should be given with every application.

Use of the Meeting Room

e Should a meetingroom be unexpectedly unavailableforany reason priorto a scheduled meeting, library
staff will contact the person whoreserved the room as soon as possible.

o Suchinstancesincludebutare notlimited to:inclement weather, power failures, heat or cooling
failures, water main breaks, etc.

o Library staff will contact the patronand letthem know the meetingroom will not be available
and the reason why.

Kitchen & Equipment Use

e TheLibrary makesavailable aprojector to use inany space and a smart TV with Blu-Ray playerforusein
Meeting Room B or Community Room.

e Theequipmentinthe kitchenisavailable to groupsin MeetingRoom A or the Community Room.

Revised: September 2022
Board Approved: February 2016
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Appendix A

Meeting Room Fee Schedule

Library projector & screen

$25 fee per use

Library kitchenette

S5 fee per use

Cleanup fee

$50
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